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to warrant retention,

3. Authorization Requested (Check only one of the squares below).

have value to warrant their retention after
the period of time indicated.

Dispose of present accumulation. No . Estoblish retention schedule for re- Microfilm  and  destroy  originals.
additional  accumulation is  antici- cords for which there is a continuing Originals if not microfilmed wou'ld be
pated. Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated.

5. Description of Records

6. Recommendation

Sizes B83® x 1%
Datea: 1941 - -
' GQuantitys Recoid ssts 3 cubic feet
File Arrangemsnts Chronological
Annual Accurulations Less than 3 cubic foot
Indexs Loosslsaf (1941-1950)

The Minutes record actions and policy decisions of the Board of
Natural Resources relating to the coordination of the adtivities
of the various conservation departments under its supervision. “he
record set of mimutes is maintained in looseleaf notebooksy dupli-
cate coples, retained for distribution purposes, are filed in
envelones. The record set contelus, in addition to minutes,
statements or reports from departments operating under the Board,
annual reports (typeuritten), and meeting agendas. Earlier minutes
are original typescripts, while later minutes are in mimsographed
forms The recommendation below applies only tc the record set,

The duplicate copiea may be considered non-record in accordance
with the statute governing non-recerd materisl (Art. L1, Sec. 179,
Annotated Code of Maryland, 1957 Fdition) and may be destroyed at
the discreticn of the Board.

RECOMMENDATIONs RETAIN PERMANENTLY,

-

?t Describe records accurately. Include title, form number, size of documents, of Hall of Records
Nem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
1. HINUTES

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Burecu Bepresentative

Date

vu. - S%cﬁ/) 2 S __Apri) 30, 1958

ie’dule Authorized as Indicated in Col. 6 by Hall of

rds Commission. Public Works.

Disposal Authorized as Indicated in Col.

6 by Board of

Secretary

Date Archivist




SCHEDULE 327

;. HRRM 1A SN . .
(13-1-86) | QUEST FOR RECORDS RETENTION (' {EDULE No.
Hall of Records ' (Continuation Sheet) PAGE
Commission NO. ‘2.
5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

‘ﬁem work or activity to which the records relote inclusive dotes and quantlty
(cubic or linear feet). Show recommended retention period. . Works.

2,| SECRETARY'S SUBJECT FILE

Sizes 83" x 14*

Datess 1911 - -

Quantitys 1 drawer (2 cubic feet)

File Arrangemants Alphabetical by subject
Annual Accumulations Less than § cubic foot
Disposable Amounts 1 cubic foot (est.)

This is a reference and information file maintained by the Secre-
tary which contains data used in the preparation of the budget,
annual reports, studies, and Board publicationse. Ths subject

-/| materials contained in the file pertain to all phases of conservae
/| tion administration, conservation laws and projects, and other
routine matters with which the Secretary is concerned, Thess -

/ materials include correspondence, workpapers, statistical charts,
mimeographed reports or studies, maps, and collected publications,

RECOMMENDATIONs RETAIN PERMANENTLY FIELD NOTES AND PHOTO-
A GRAPHS OF STATE BOUNDARY HONUMENTS AND ALL

: _  MATERIAL RELATING TO STATE CONSERVATION .
. T ' . PROJECTS AND LAWS. RETAIN ALL OTHER
' S MATERIAL FOR THREE YFARS AND THEN DESTROY.
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gSize, 3%0 x ]_hu Cooen D BCARD CY it v T
_ Datess 19)1 - - ‘ 2

. ' Quantity:s ' 7 drawers (1} cubic feet) S ‘ Y
/ " File Arrangements By year and alphabetical by name therein | 170
-Annual Accumulations 1 cudbic foot ’
5 : 'Dispoaahle Amounts S cubic feet (est.)

,c.-.‘-_.....h_...... v ——

The Gmeral File is the Board's operating fu.e, consisting largely
of correspondence with individuals, other Stats agencies, associa-
tions, companies, and the Federal govermment. The file is concerned
’ with gensral conservation activities and projects, the disseminatior
of conservation information and publications, State boundary main-
. tenancs and restoration, and fiscal administration, Fiscal recordsg
although included in this file, are described aeparabely in this )

schednle as Accounting Records (Item L),

RECOMMENDATIONs RETAIN PERMANENTLY ALL MATERIAL REIATING TO
STATE CONSERVATION PROJECTS OR PROGRAMS AND

ALL RECORDS CONCERNED WITH STATE BOUNDARY
HAINTENANCE OR RESTORATIONS. RETAIN ALL
OTHER MATERIAL FOR THREE YEARS AND THEN

- _‘ Do DBSTBO!.
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5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet).

Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ACCOUNTING RECORDS

Sizes 8&" x 1yt
Datess 191 ~ -
Quantitys
File Arrangements

Included in General File (Item 3 )
By type of record and chronological

therein

Anmnual Acoumulationt
Disposable Amounts

Included in Gensral File (Item 3)

Included in General File (Item 3)

This item includes all standard accounting forms used by State agen

cles as supporting data to the final books of entry, the Revolving
Fund Journal and the General ledger. The final books of eatry are

to be retalned permanently.

axes

P-1-3

E-l and E-%

DDl

Re2 (formerly MR-2)

/

A

Furchasing Burcau (Dspartment of Budget and Procurement)

1-A
L7-A

100-16

39-A and 40-A
CF-2

CF=1

100/24

27-A

CF-3

26-A
52

Specifically these supporting wecords

Comptroller of the Treasury

Memorandum of Adjustment
Distributlion of Charges ‘
Transmittal
Certificate of Deposit end Bank Deposit Slip
Fonthly Report of State Funds Collected and
Deposited
Distribution of Unexpeuded and Obligated
.- Balances
Honthly Statement of Balances

Requisition for Supplies

Purchase Ordexr

Outeof=Schedule Requisition for Supplies
Stores Requisition

Copy of Contract Awarded

Capitel Fund Requisition for Equipment
Actual Emergency and Repairs Report
Copy of Contract Awardsd

Copy of Contract Awarded

APPROVED
HALL OF RECORDS COMMISSION

Delivery Invoice .

Notice of Award of Contract
Credit Hemorandum

Report of Partial Delivery
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6. Recommendation

Commission

¢

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and qucmtlty
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

Se

Bidget Bureau (Department of Budget and Procurement )

Formerly BbB=1 and BBa2

Budget Schedule Amendment Sheet

Report of Fixed Assets (annusl)

Report of Materials and Supplies (annual)

BB=1 (RGVQ)
B.Pe Inve K101

B.Pe Inv, R102
B.Ps Inv, 6 Materials and Supplies Physical Inventory
(aomual)
Budget Forms,
Noge 1 thru 11 Budget Estimates Fiscal Yoar
BB-40 Request for Position Action

. Others

Yandors! Involices -

. Recelpt Books
Involces - Revolving Fund
Bank Deposit slips
Beak Statements
Bank Deposit Receipts
Check Stub Books

Canceled Checks
Annual Statements - Revolving Fund

~ RECOIMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED,
- WAICHEVER I3 LATER, AND THEN D&3TROY.

ACGOINTIEUO RECORDS FOR WHICH DISFOSAL HAS B2 PROVID™D BY A QENFRAL
RECORDS RETNIION SCHEDULE.

PAYROLL (Prior to Jnly 1, 1953). The agency cory of this payroll
form is to bs reteined for five years or until auvdited, whichever
is later, and then destroyed. {(General Schedule Ho. G-1, Item l-d,
approved by the Board of Public Works, January 11, 1954).

or until audited, whichever is later and then destroyed.
Schedule Fo. G-23 Item 1-d, approved by the Board of Public Works,

Jamuary 11, 1954).

PAYROLL EXCEPTIORS, ADDITIONS AND DEDUCTIONS - The agency copy is
to be retained for thres years or until audited, whichever is
later, and then destroyed, (General Schedule No, G-2, Item 3-b,

or until auvdited, whichever is later, and then destroyed,
Schedule No. (-3, Item 3, epproved by the Board of Public Works,
w 10’ 19513)' :

BMKIVIRO WARRARTS «~ The agency copy is to be retained for three

PAYROLL JOURNAL = The agency copy is to be retained for three years|
(General

approved by the Board of Public Works, January 11, 195,4).---,(_,. e
PAY WARRANTS « The agenoy copy 1s to be retained for threeyears
(General

APPROVED
HALL OF RECORDS COMMISSION

years or until and_it.ed, vhichever is later, end then dest ///,q N S e N
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

7.

(General Schedule Noe. G-, Item 3, approved by the Board of Public
Works, May 10, 195)).

TRANSHITTAL FORM E -1 or E~% (Compiroller of the Treasury Form) is
to be retained for three ysars or until audited, thichever is later

ard then destroyed., (Genersl Schedule No. G=5, item 3, approved
by the Doard of Public Works, May 10, 1954).

MASTER AUTHORIZATION

This State-wide form of the Commissioner of Personnel is the authors
ization for entering tha employee's name on the payroll or for
making any changes in the pay rate. It also chows all pay deduction

RECOYMENDATIONs RETAIN VHILE EMPLOYED AND FOR THRER YEARS
AFTER DATE OF SEPARATIOH, OR UNTIL AUDITED,
WHICHZVER IS LATZR, AND THEN DESTROY.

LEAVE RECORDS

This file includes the following recordst

Leave record card - Form SEC 128-A, a standard State-wide

, form, prepared annually for each loyee
Leave applications ’ o

- Doctors! certificates

RECGMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED,
WHICHEVER IS LATER, AND THEN DESTROY,
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